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THE
LA W FIRM
LIBRAR Y
Today and Tomorrow
IN
ext to talent and to the files
"N(and
of course the clients),
the library is the most essential
part of a modern law office," according to Edward L. Gasperini in
The PracticalLawyer's Law Office

Management. This sentiment is expressed with great frequency, but
besides talking about their libraries
the members of the legal profession
on the whole have paid little attention to them. With but few exceptions lawyers are almost totally
uninformed as to law library administration, and even the burgeoning literature on law office management has almost totally ignored
the law library.
Why? -

Partially, this attitude

may result from the experience
lawyers had as students at their
law schools. It is no secret that
winter 1977

by Anita K Head
even there, albeit with some notable exceptions, the libraries were
the poor stepchildren until fairly
recently, and the courses on legal
research were little more than
empty gestures. This is no longer
so, and as the interest in law libraries and their use at the schools
change, law students develop a
keen curiosity about their libraries,
a curiosity that is sharpened by an

Anita K. Head is associate professor of law and law librarianat
the University of Kansas in Lawrence, Kansas.

awareness of the high costs they
may entail.
One of the truisms frequently
repeated in the legal profession,
"The only thing lawyers have to
sell is their time," is probably,
strictly speaking, not true. They
sell information-information that
is coupled with their professional
judgment. When speaking of legal
information, one speaks of law
libraries, and the basic question
probably boils down to this: How
can lawyers or law firms have all
the information they need to serve
their clients at a price that is not
prohibitive?
The need is for information, not
necessarily books. Most lawyers
who contemplate their law libraries
limit their thinking to books, to
the books they think they ought

to possess. Yet rows of shelves
stuffed with books or other printed
materials do not necessarily constitute a library. They may be
nothing much more than a storage
area. If elements of organization
and bibliographic control are added
to such a storage area, then one
might begin to describe it as a
library, a repository of data where
the relevant part of the legal record (for the particular library's
purpose) has been collected.
Nowadays such a collection will
include not only books, but possibly
computers, all sorts of microforms, audio- and videotapes, etc.
For some libraries their mission is
accomplished at this point; it is
predominantly of an archival nature. Traditionally this was (and
is) the pattern for law firm libraries, a pattern that is without
doubt modeled after the example
found at law school libraries. But
is this the best possible model for
a law firm library today?
The Law Library as an
Information Center

Photos: Richard Taylor

tinually takes on new forms, and
when practicing attorneys often
have to go far beyond the legal
literature to serve their clients adequately, the time has probably
come to recognize that the production of information is a separate
specialty - which may, however,
still include the traditional library
tasks. The information provided or
produced by the information specialists is just one of the many
tools lawyers need for the decisionmaking and problem-solving process.
Most planning for law firm libraries revolves almost exclusively
around the physical aspect: the
library materials to be acquired
and the space they will occupy.
Both are clearly important. But
however large and apparently comprehensive a law firm library (or
any library, really) may be, it is
certain that the firm's information
The author wishes to acknowledge needs will transcend its boundaries.
the support received in developing However generous the planning for
the concepts described in this books and space, and some law
paper from members of the law firms are reputed to have libraries
firm of Bancroft, Avery & Mc- of more than 50,000 volumes, asAlister in San Francisco, and par- sistance from other libraries in the
ticularly the extensive guidance area, or even far distant, will be
that was provided by Luther J. needed. The early phase in planning for the library should thereAvery, Esq.
Leaders in business and industry, scientists, and lately also some
law firms have been made aware
that an information center/library
is not necessarily only a storehouse
full of books that is treated as an
overhead costing so many thousand dollars each year, but that it
can be, rather, a vital force in the
firm. It can be a dynamic dispenser
of information rather than just an
archive. More and more it is understood that a library can well pay
its own way, not only by preventing unnecessary repetition of research through efficient organization and retrieval methods but also
through active dissemination of
information. In these days of "information explosion" when information not only grows but con-

fore include a study of all available
outside library resources and services.
What books and other informational materials are easily available
for borrowing? What reference and
copying services can be regularly
relied on? What cooperative arrangements are feasible?
It may be fine and dandy to practice law with not much more than
a set of state statutes and state
court reports if opposing counsel
relies on the same limited materials. But even remote areas are
not safe any longer from outside
counsel who have access to more
elaborate information resources.
How can small firms and individual
practitioners, especially if they
practice away from the urban
centers which have county or bar
association libraries, hope not to
be painfully disadvantaged?
The difference between traditional librarians and the "new"
librarians, the information specialists, can be seen most clearly in
the expectations the lawyers have
of them. The new librarians will
not only acquire and organize the
information law offices need (buy
and catalog books) but will disseminate it. Yes, they can perform
search and even research if the
questions posed to them are
phrased and delineated with care
and understanding for the difficulties involved. To develop such an
understanding, it may be useful to
analyze the activities generally
lumped together under the term
"research."

Classification of Information
Services
The word "research" as generally
employed by lawyers includes a
wide variety of levels of information retrieval, from the trip to a
depository library to locate, e. g.,
H.R. Rep. 353 (1951) to the close
examination of the language of a
phrase of the most recent SEC
Release and its anticipated effect
on the existing practices of one's
corporate clients. As these samples
illustrate, the range is extremely
wide and may include everything
from simple errands to actual interpretation of law and its application to facts. Many activities that
legal economics

are, in fact, preliminary to the
actual research are typically included in the meaning of the term
and are being performed by lawyers. Both lawyers and, especially,
clients would benefit if these preliminary steps were identified and
their performance delegated to persons specializing in information
retrieval. The following simple
classification may suffice for illustrative purpose.
Research: Analysis and synthesis of collected information with
the goal to arrive at conclusions
that go beyond those reached by
the individual sources or authors;
involves not only the use of informational resources but their
interpretation and evaluation as
well, and results typically in a law
office memorandum.
Reference or Search (sometimes
called literature search): The collection, to varying degrees of completeness, of information of a given
subject and its delivery to the requesting lawyer; involves substan-

tially lower degree of analysis and
judgment than "research." A few
practical samples of reference assignments are as follows:
1) Your client has been called
before a grand jury; he wishes to
know about his rights and his
duties in the situation. Your request to a librarian may sound
something like this: I need the
applicable statutory law (indicate
the jurisdiction), the most recent
treatises, if any; some recent law
review articles; and the most recent leading case(s) in the jurisdiction.
2) Employee Stock Option Plans
(ESOP's) have been mentioned
lately with increasing frequency
in the tax literature; collect some
major articles and any decisions
or ruling, if existing.
3) I want to write an article on
recent developments concerning
liquidated damages in a particular
jurisdiction: Prepare a bibliography of articles that have appeared
and cases that were decided over
the last five years either within
this jurisdiction, or in -specific

f

Get Out Of
Bookkeeping
Back Into Law

states beyond it, or in general.
In samples 1) and 2), the appropriate volumes would be collected, be it from the firm's library
or by borrowing where needed,
and placed on a holding shelf for
the lawyer's inspection; or they
could be placed on a book truck
and delivered to the requesting
person's office. In sample 3), the
results would be communicated in
an annotated bibliography that included information as to the location (in-house or other libraries)
of the selected materials.
Other formats in which the results of research, search or information request could be communicated include, as already mentioned, memoranda of law; other
written reports as the situation
may request; speech outlines; oral
reports, often coupled with questions for clarification of the original request or for adjustment in
the direction the research takes.
Information Requests: Any kind
of data that any employee in a law
firm may need, e.g., addresses, telephone numbers, statistics, market
or other quantitative information
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of any kind; court filing and other
fees; dates; language problems;
ad infinitum.
It must be obvious that research
as defined above with respect to
legal problems can be performed
only by persons with some degree
of legal training. Search or information requests, however, canand probably ought to in the interest of efficiency-be delegated to
persons who had specific training
in information science/ librarianship. Untold hours of lawyers' time
could be saved for actual "lawyering" if lawyers would analyze their
information needs according to
this simple scheme and would
recognize expertise in information
techniques as a separate specialty.
Staff members responding to
such requests who are not lawyers
must be well familiar with the
legal literature and with some legal
terminology. New graduates of a
library school obviously would be
utterly bewildered by such questions, despite the courses in reference services or even legal bibliography they might have attended.
Only with special training in a law
library, and after gaining some
practical experience, can adequate
performance in such tasks be expected. But intelligent and highly
motivated persons can learn to perform very sophisticated searches
without having had legal training,
especially when they can turn to
a lawyer or lawyer-librarian for
guidance whenever they reach a
crossroad in the search process.
Administrative

Ramifications

The traditional approach to law
firm library administration is not
broad enough to permit the accommodation of the information center
concept. If a firm wishes to embark on an experiment along these
lines, it should be prepared at the
outset to reevaluate thoroughly
generally accepted patterns of
staffing the library, of collection
planning and development and of
budgeting for the firm's information needs. Modification of the accepted practices and procedures,
especially if they have emerged in
the haphazard fashion that is characteristic to many law firms, is a
conditio sine qua non.
"We can't afford all this; we are
just a small firm," some may think

by now. But persons sophisticated
in law firm administration will retort that it is exactly the small
firm that can't afford not to afford
it because smaller firms and solo
practitioners have to spend an immeasurably larger percentage of
their gross income on their libraries than the large firms. The
following remarks will highlight
some of the problems that need to
be understood before embarking on
the path from the archival law
library to the active information
center.

"It may be economically more
feasible to borrow
... than to purchase
even many of
the materials that
are usually included
unquestioningly
as 'standard' sets."

As is well known, the costs are
not limited to the initial acquisition of a volume or a set. There is
hardly a law book that has not
built-in continuation costs, and
these costs have been rising even
faster than the initial purchase
price. Another cost that should not
be overlooked at the time of the
initial purchase is the cost of maintenance by filing, a personnel cost
that can amount to a pretty penny
throughout the year, especially
when there is weekly updating.
Yet another cost must be taken
into consideration, particularly for
voluminous acquisitions: the housing cost for the book. It was
figured three or four years ago
that in an urban high-rent district
cost can amount to a dollar per
book per year, certainly not a
negligible item. For most books,
particularly given the possibility of
access to other resources, the cri-

terion for acquisition should be not
only repeat use but frequent use.
It is thus easy to recommend the
acquisition of the primary sources
for the local jurisdiction, and some
good practice books, if they exist,
in subject areas of interest. But
beyond these, I recommend most
careful deliberation before acquiring any of the so-called standard
sets. My reasons for advocating
great caution are many: The quality of the prof erred publications
may be poor; they may not be
timely; and the information they
contain may be endlessly duplicative. But most importantly: it may
be economically more feasible to
borrow - given adequate library
staff who will inaugurate set procedures - than to purchase even
many of the materials that are
usually included unquestioningly as
"standard" sets.
A further word of caution should
be sounded with respect to format:
The time finally may have arrived
decades of discussion-after
when printed materials will become replaced or at least duplicated
on a large scale by the various
microforms and by computers.
These developments s h o u l d be
studied and taken into account before acquiring any of the sets that
usually constitute the so-called
"basic law library." Again, valid
decisions can be made only on an
individual basis.
Careful and knowledgeable judgment of the available offerings in
all formats, and final selections on
the basis of acquisition policies
that reflect strictly the needs of
the particular law firm, are indispensable steps for the development
of a library that neither is stuffed
with a lot of useless paper nor is
lacking repeatedly or urgently
needed information.
Differences in Staffing Needs.
The typical course of events goes
something like this: firms (or solo
practitioners) buy some books here,
some there. When they amount to
several shelves full, they call it a
library. As this "library" grows by
further purchases or by continuations and by supplementation, confusion sets in. At some point, and
usually after heated debate pro and
(continued on page 37)
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NALA Offers an
Employment Referral Service

Sternin's program is based on
the Section workbook, How to Create-A-System for the Law Office.
If desired, attendees may enroll for Sternin's program only. It
will require being present from
9-10:30 a. m. on either February
2 or February 3.
Sessions at the three-day symposium will discuss other aspects
of word processing as well, and
will include extensive exhibits of
equipment.
Those interested in attending
any part of the symposium should
write: Lorraine L e a r, International Word Processing Association, AMS Building, M a r y 1 a n d
Road, Willow Grove, Pennsylvania
19090.

An employment referral service
is n o w available to attorneys,
NALA members and persons who
have completed or graduated from
a legal assistants training program.
NALA, in offering this service,
will make no employment recommendations, but it will put attorneys in contact with potential
employees and vice versa. Basic
information such as specialty, education and experience will be
available to potential employers.
Salary will not be discussed as a
part of the referral service but is
to be negotiated strictly between
employer and employee.
Those desiring to utilize this
service, or obtain more informa- Books Received
tion about it, may contact the NaThe following four softcover
tional Association of Legal Assis- publications were received from
tants, 3005 East S k e lly Drive, the National Association of AttorTulsa, Oklahoma 74105.
neys General, Committee on the
Economic Survey

Office of Attorney General, 3901
Barrett Drive, Raleigh, North
Carolina 27609:
e Paralegal Personnel for Attorneys General's Offices. $3.
0 Public Information Programs
for Attorneys General's Offices. $3.
e Computer Uses in Attorneys
General's Offices. $3.
* Indexing of Briefs. $3.
Also received were the following softcover publications:
* A Manual for Computer-Assisted Legal Research. By James
A. Sprowl. 1976. American Bar
Foundation, Chicago, Illinois. 116
pages. $3.50.
* What's Available in W o r d
Processing (a bibliography). By
Bernard Sternin, 5 Hawke Lane,
Rockville C e n t r e, New York
61570.

Members of the legal profession
are invited to participate in the
1977 Economic Study of Private
Law Firms, conducted by Daniel
J. Cantor & Co., Inc.
The survey questionnaire will
include data concerning earnings
of younger, experienced and specialized partners; salaries of associates; hourly billing rates;
chargeable a n d nonchargeable
time; uncollected fees; and expense and profit data. Information
received from participating lawyers is treated as confidential.
There is no obligation or charge
for participation.
Results of the annual survey
will be published in early June.
Inquiries should be directed to:
D. W. Darby, Jr., Daniel J. Cantor
& Co., Inc., Suburban Station
Building, Philadelphia, Pennsylvania 19103.
Security Checklist
Word Processing Symposium
Bernard Sternin will present a
program entitled "Word Processing and the Law Office" at International Word Processing's Spring
Symposium, which will be held at
the Palmer House in Chicago on
February 1-3.
winter 1977

Robert L. Clement, Jr., chairman of the Office Security Committee, has submitted the following brief "Security Checklist for
the Law Office" for the Section
members' review and comment.
Please write Mr. Clement at 28
Broad Street, Charleston, South
Carolina 29402.
(See following
page for checklist.)

SECURITY CHECKLIST FOR THE LAW OFFICE

I. Protection of Client Files
a. Vault
b. Duplicate files at another location
c. Filing systems
d. Access to files and information-authorized
e. Confidentiality
f. Camera surveillance
g. Bugging
h. Locking desks and file cabinets
i. Remote control locking devices
II. Protection of Equipment
a. Vandalism
b. Burglary
1. Doors and windows: locks, alarm systems, metal grills
2. Guards-human and animal
c. Robbery-internal alarm system
d. Flood, windstorm
e. Fire-smoke detection
f. Maintenance contract
g. Operator instruction
h. Equipment
i. Firearms
j. Identifying markings on machines such as postage and copying
k. Remote control locking devices
1. Record serial numbers
III. Protection of Office Personnel
a. Robbery-internal alarm system
b. Flood, windstorm
c. OSHA requirements
d. Riot
e. Fire-smoke detection, sprinkler systems, fire escapes, fire drills
f. Guards
g. Firearms
h. Regular program of key changing
IV. Protection of Office Building
a. Vandalism
b. Burglary
1. Doors and windows: locks, alarm systems, metal grills
2. Guards-human and animal
c. Flood, windstorm
d. Fire-smoke detection, sprinkler systems
e. Regular program of key changing
f. Responsibility for closing office
legal economics
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from page 34

con, a librarian is employed whose
job description (if there were
any!) might read: Keep order,
shelve books and file looseleaf services, pay the bills.
Often this "librarian" is chosen
for the low salary she (yes!) expects rather than for any demonstrated training or experience.
Even in firms savvy enough to go
to library schools and hire recent
graduates, the unfortunates selected, despite their potential excellent librarianship, more often
than not settle back into a glorified
file clerk position, partly because
that is the only role the firm expects from them and partly because they themselves know nothing of what else they might be
doing; they have not experienced
any model that differs from the
firm's expectations. For the job
thusly conceived, even a beginning
librarian's salary is expensive.
This vignette is, of course, a far
cry from the information center
concept, and librarians found in
either instance have nothing in
common but the name. In other
words, persons employed to be in
charge of developing the law library into an active and contributing part of the law firm should be
experienced law librarians, with
or without law degree. The extent
of formal qualification depends on
the expectations the firm has for
services performed by the library.
Most importantly, staffing is not
completed with a librarian. Administering even a very small law
book collection entails doing a large
amount of routine work that should
not be performed by librarians. Librarians should, besides planning
and organizing (cataloging) the
library materials, perform the informational s e r v i c e s described
above and should have the additional staff members necessary to
handle the large variety of daily
routine tasks. Unless such assistance is provided, several results
will occur, all undesirable:
* Librarians pe r f o r m routine
tasks-too expensive in salary.
* The library is a mess againtoo expensive in wasted lawyer and
other staff time.
winter 1977

* Librarians leave your firm in
frustration-too expensive in training time.
Good librarians, with or without
an advanced degree in their subject specialty, are professionals
who properly demand and merit
the support usually given to other
professional staff. Weak librarians,
who would forever be satisfied to
perform simple tasks, are usually
no bargain, even at a modest salary,
and only waste perfectly good office
space.
"How do we find a good law
librarian ?" I am frequently asked.
The best sources of information
may be some established law li-

"Persons employed to
be in charge of
developing the law
library into an
active and contributing part of the
firm should be
experienced law
librarians, with or
without law degree."

brarians in the area or, if none is
known, the American Association
of Law Libraries at its headquarters in Chicago. Two schools, the
University of Washington in Seattle and the University of Denver,
offer a master's degree in law librarianship to persons holding an
LL.B. or J.D. degree. Among other
well-known library schools that
offer courses in legal bibliography
are Berkeley, Columbia, Chicago
and North Carolina.
Information on accredited library
schools can be obtained from the
American Library Association in
Chicago.
Differences in Collection Development. "What books should we acquire?" is, despite all I've said so
far, probably still foremost in lawyers' minds when they think of the
law library. In the abstract there

is no answer to it. Attempts at
describing a basic collection cannot
be more than guidelines-first, for
reasons of jurisdiction; second, for
reasons of the inherent differences
in law firms; and third, for reasons
of differences in availability of
other local resources. All questions
relating to what actually should
be acquired for one's own offices
can probably be reduced to finding the balance between cost and
utility.
It cannot be emphasized strongly
enough that the size of a collection, i. e., the volume count, has
almost nothing to do with its quality, and this is especially so where
a library is staffed by a knowledgeable, enthusiastic staff dedicated to gathering needed information in the most economical
manner. Sometimes that may mean
a book must be purchased; at
other times professional "knowhow" and "know-where" may permit enormous savings in book
acquisition, maintenance and housing costs. The quality of librarians
is partly determined by the expertise they develop in making
these decisions on a day-to-day
basis.
Differences in Budgeting. Budgeting for a law firm library is
difficult. It is, in fact, not uncommon to hear lawyers or librarians
say, "We have no budget; we just
spend what is needed." How much
should a library cost? How much
can one reasonably spend on one's
information center? These questions cannot be answered in the
abstract. They are directly related
to the initial policy decisions a
firm makes and to the requests an
organization places on its library.
The absolute figures will therefore
vary immensely from organization
to organization.
Comparative figures from law
firms are very difficult to obtain.
A statistical survey conducted for
the American Association of Law
Libraries in 1972 was fairly inconclusive, but a few figures from that
survey may be helpful. The volume
number per lawyer amounted in
small firms (with up to ten lawyers) to 527, in medium firms (to
fifty lawyers) to 473 volumes,
while in firms over fifty lawyers

the average number per lawyer
was 231 volumes.
The total collection in fifty-four
large firms amounted on the average to 26,600 volumes, in mediumsized firms to 16,400, and in small
firms (only three reporting) to
8,000. The average expenditures,
including the salaries, at that time
were: for small firms, about
$18,000 per year; for medium
firms, about $40,000, and for large
firms, $82,000. In my opinion these
figures are almost useless. A future statistical survey of law firms
should tabulate the results rather
than average them (anonymity
could be assured by using code
words or numbers rather than the
firms' names), because actual figures in real situations are more
informative, forceful and useful
than these averages.
But there is another reason for
the basic uselessness of such sta-

tistics: From my earlier remarks
describing an information center,
and from the approach toward acquisitions I have outlined above, it
should be evident that the size of
the collection alone or the expenditures made for the library,
standing by themselves, may have
only little to do with the quality
of the information services rendered. The sensible question to ask
in budgeting for the library is not
how many volumes were added to
the collection, or some such data,
but what was the value of the
benefits derived from the investment. Did the investment in the
library produce measurable benefits ?
Law firm libraries have in common with other libraries difficulty
in determining output. Unlike
academic or public libraries, however, they share with the so-called
"special libraries" the fate that

they are part of a business, or at
least of a profit-seeking organization, and as such are, or should be,
subject to a kind of scrutiny that
differs from the kind applicable to
institutions that lack the profit
motive. In determining the range
of the law firm library budget, one
should take the cost-benefit viewpoint: What measurable benefits
will the investment produce? Yet,
how can we measure the value of
the benefits when so far they have,
to the best of my knowledge, not
even been clearly identified?
One benefit fairly easily capable
of measurement would appear to
be the hours of attorney time saved
by a librarian's efforts. As an example, let's say the library has
delivered to a lawyer's office, in
response to a request, the applicable state or federal law, including the administrative regulations,
some case reports and two or three
pertinent law review articles. One,
probably two, hours of lawyer's
time have been saved.
Traditionally, the cost of this
library service would be absorbed
as overhead. It seems a fair question, however, to ask whether the
time a librarian spent in this manner and on behalf of one particular
client could not be charged to the
client's account. The client would
profit by having the time spent on
"looking up the law" charged at a
librarian's hourly rate, which presumably is lower than the lawyer's
rate. The lawyer, on the other
hand, has freed the same time to
do what he was specifically trained
for, namely, analyze and synthesize
the information and apply the law
to the facts in the case before him.
He has gained two hours in his
schedule. The costs for the original
acquisition and for the organization and/or cataloging of the information would still be absorbed
as overhead.
If this approach seems a possibility, then budgeting for the
library becomes a useful planning
exercise: Built into the budget will
be the expectation to recover a
certain percentage of library staff
salaries from client charges. This
expectation of return will permit
the firm to staff the library adequately. Conversely, the library
legal economics

will be able to perform extensive
services as described only if it is
well-staffed.
Improved staffing will, of course,
require an increase in the salary
budget. Morton F. Meltzer recommends for special (business) libraries a ratio of approximately
70:30; i. e., seventy percent of the
total library operating budget
should be allocated to salary expenditures, thirty percent to acquisitions and other operating expenses. For most law libraries this
ratio must seem startling in view
of their present experience, which
may typically show these figures
to be almost exactly in reverse.
To the degree that the information
center concept is to be adopted,
law firms will find themselves compelled to revise their approach to
budgeting along these lines.
The question then no longer is
"How much should we spend on
books?" Rather, the thoughts of
managing partners should run
along the following lines:
e Access to a great amount of
information is one of the basic

tasks are performed should be
charged for them, and at a rate
that may, and usually does, lie
e It is desirable to make exten- below the hourly rate for lawyers.
sive efforts to make this access as A substantial proportion of library
good as possible, which translates expenditures, including some for
into the need for a carefully staff salaries, will remain in the
tailored collection and a well- category of overhead, and rightly
trained staff specializing in the so. But professional information
dissemination of information.
services enhancing the quality of
Presumably, the more a firm is the law practice should be charged
willing to spend on resources in out and thus contribute to the
terms of library staff and ma- firm's revenue.
terials, the more productive lawIn anticipation of comments to
yers become. Now comes a caveat: the effect that in these times of
"More productive" here may mean lawyer surplus the last thing we
fewer chargeable hours for at- should do is to replace lawyers by
torneys. On the balance sheet we librarians, let me offer a different
thus see higher expenditures in the viewpoint: It is almost a truism
face of lower revenues, not an en- that the vast majority of our poptirely satisfactory result.
ulation cannot afford legal services.
The typical response to this di- I suggest that the legal profession
lemma is a reduction in the invest- make every effort, within the
ment made for information re- framework of professional responsources. The more reasonable and sibility, to increase the efficiency
even logical response, however, with which legal services can be
would be the introduction of direct rendered. Once they are affordable
charges to the client for the su- to larger population segments, the
perior information services. need for them will be almost unClients on whose behalf certain limited.
needs of the responsible practice
of law.
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If you hate
time sheets,
but love
making money...
Courts and clients increasingly insist on
accurate records of time. Since you can no
longer rely on a fee schedule, try our simple
system. We make it easy for you. No copying,
no little slips. Turn time into money. Send for
your free samples to:

ROSEMONT FORMS
Dept. B, Box 224
Bryn Mawr, PA 19010
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2Days with our
onsultants may
solve your problems.
Workshops in Management and Economics
for Small to Medium Law Firms
Provides an opportunity to review the
general areas of law office operations,
from finding your files to paying your
partners. Four locations:
LAS VEGAS, March 7 & 8
MINNEAPOLIS, March 10 & 11
MONTREAL, March 17 & 18
FORT LAUDERDALE, March 24 & 25
Approved for 11.5 hours by
Minnesota CLE
For information, contact The Registrar
INSTITUTE FOR IMPROVED
LEGAL SERVICES
Division of Altman & Weil, Inc.
P.O. Box 472, Ardmore, PA 19003

New handbook for improving your law firm's
income and efficiency
Overhead costs are rising. Office equipment is more complex. Clients are more demanding. Modern office managers share a common headache: how to keep profits in line with
inflation and still maintain high professional standards.
Since 1962, a valuable guide to efficient law firm management has been The Lawyer's
Handbook. But new procedures, new office machines and new client needs created demand
for an up-dated edition. Now, after intensive research, The Section of Economics of Law
Practice offers you their completely revised edition of The Lawyer's Handbook.
This new volume answers your administrative questions, regardless of the size of your
firm. Methods for improving office productivity and motivating staff are clearly described.
New chapters by leading authorities discuss the latest developments in office procedures.
Critical areas explored include:
" Determining fees for legal services
" Maintaining good client relations
" Recruitment, training and use of nonlegal personnel
" Problems of incorporating, including those created by ERISA
" Effective use of word-processing equipment
* Continuing professional education
The revised edition of The Lawyer's Handbook is tabbed by section for quick reference
and bound in a handsome looseleaf binder for easy supplementation.
Solve your office headache. Order your copy today.

r-------------------------Mail this form directly to:
Book Department
The Institute of Continuing Legal Education
418 Hutchins Hall
Ann Arbor, MI 48104
Please send me: The Lawyer's Handbook, Revised Edition
[- I am a member of the Section of Economics-$10
E] I am not a member of the Section-$15
] I am a law student-$10
Michigan residents add 4% sales tax.

Revised Edition

Name
Firm
Address

Published by The Institute of Continuing Legal Education, Ann Arbor, Michigan.

City and State
Zip

Phone
_
PIease allow at least 4 weeks for delivery.

legal economics

